


NONAPPROPRIATED FUND POSITION DESCRIPTION
JOB TITLE: Mail Clerk POSITION NUMBER 01-0111
JOB SERIES: 0305 PAY LEVEL: NF-1
Summary of Duties:
Performs one or a combination of the following duties:
Receives and date stamps all incoming mail, sorts incoming mail by categories, subject matter, and distributes
to branches or reroutes to other MWR activities. Maintains control logs for checks and packages received.
Records, controls, and processes mail that requires special handling. Reviews correspondence to determine if
control and routing sheets are required. Sorts outgoing mail into a variety of simple and specialized categories.
Prepares outgoing material for mailing. Maintains an up-to-date directory by name, branch, and telephone
number. Maintains postal meter. Prepares monthly postage report for postage used and submits to supervisor.
Handles distribution of correspondence for all activities. Makes mail and messenger runs as required.
Performs other related duties as assigned.
Minimum Qualifications:
Knowledge of or ability to learn the procedural instructions and/or postal regulations for the control and
processing of a variety of different types of special postal requirements sufficient to process and dispatch
various kinds of outgoing materials with different processing procedures. Skill in the operation of mailroom
equipment such as envelop opening and sealing machines, date stamper, stamp meters, personal computer, etc.
May require a valid state driver's license. Six months of experience is preferred.


